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Supplier Registration Instructions 
 

 

While Clark County will endeavor to ensure that the applications submitted on-line are processed in a timely 

manner, Clark County, its subsidiaries, affiliates, officers, employees, and agents shall not be held liable for any 

failure to disseminate notice of bidding opportunities, invitations to bid, or any other business opportunity notices 

due to system delays. The business owner shall assume full responsibility for the reliability of the information 

furnished. Any inaccuracies in the information presented by the business owner, or its representative, may hinder 

the applicant from receiving the proper notices. 
 

The following have been placed on the SUPPLIER REGISTRATION LOGIN (Home Page) as 

links for your convenience: 
 

Contact Us 
 

Purchasing Home Page  
 

Current Contracting Opportunities 
 

Note: If you wish to remain in the application; do not use the backward and forward arrows   
 

located in the upper left-hand corner or the  located in the upper right-hand corner of the application. 
 

Use the buttons and/or links provided on each (page) screen within the application.   

 

You may save the Supplier Registration Instructions document for future reference.  You must use 
 

the backward arrow   key to return to the; 
 

  SUPPLIER REGISTRATION LOGIN (HOME PAGE) 

 

 
 
 

mailto:CountyPurchasing@ClarkCountyNV.gov
mailto:CountyPurchasing@ClarkCountyNV.gov
http://www.clarkcountynv.gov/depts/Finance/Purchasing/Pages/default.aspx
http://www.clarkcountynv.gov/depts/Finance/Purchasing/Pages/default.aspx
http://www.clarkcountynv.gov/depts/Finance/Purchasing/pages/listings.aspx
http://www.clarkcountynv.gov/depts/Finance/Purchasing/pages/listings.aspx
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If you are a (First Time User), you must register: Click the “Register Here!” link. 
 

The CREATE USER ACCOUNT page will appear.  

 
 

Note: If “Sole Proprietor” is Yes, fill in (SSN).  If “Sole Proprietor” is No, fill in (Tax Id). 
 

Fill in all fields and make note of your Login Id, Password and Security Answer for future reference. 
 

Note: The E-mail address that you input is the account your temporary password will be sent to if  
 

you forgot your password and request that it be reset. 
 
 

 

Example of a filled in CREATE USER ACCOUNT page: 

 
 

Click the “Create” button. 
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The message, “Account successfully created,” will appear. 
   

Click the “Click Here” link to add “Supplier” (Business/Company) information.  
 

 
 

The SUPPLIER REGISTRATION FORM page will appear.   
 

Note: If you do not click the “Click Here” link, and exit the Supplier Registration application, the 
 

next time you login a blank SUPPLIER REGISTRATION FORM page will appear. 
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Continuation of the SUPPLIER REGISTRATION FORM page. 
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If you click the “Back” button and have not submitted your supplier information, the following 
 

screen will appear with the message; “No Business Information Added.” 

 

SUPPLIER REGISTRATION INFORMATION page. 

 
 

Click the “Click Here” button to add business information.   The SUPPLIER REGISTRATION 
 

FORM page will appear. 
  

Required fields are designated by a blue asterisk (*).  The following are required fields and must be 

filled in: 
 

 Business Name 

 (All) Business Information 

 Type of Organization 

 Business Enterprise Designation 

 Ethnicity 
 

If “Clark County Business License” is Yes, the “License #” and “License Expiration Date” fields 

are required. 
 

 

ERRORS: 
 

If a red asterisk (*) appears next to an item, this indicates that there is an error with that item.   
 

Specific error messages may also display near an item in error or at the top and bottom of the 

SUPPLIER REGISTRATION FORM page. 
 

 

Click the “Submit” button at the bottom of the page after all required fields have been filled in.
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Example of a filled in Supplier Registration Form: 

 
 

 

 

 



Page 7 of 36 

 Created: 06/01/2010                                  Dates                      Revised: 08/27/2013 

 

 

 
 

 

The following page will appear.  Click the “Click Here” button to add NIGP Commodity Code(s). 
 

Note: You must add at least one NIGP Commodity Code to receive business opportunity solicitation 

notices. 
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The SUPPLIER REGISTRATION INFORMATION page will appear.   

 
 

 

 

When you click the “Log Out” link the following message box will appear.  It is informational only 

and will display regardless if you have entered a NIGP Commodity Code. 
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If you click the “OK” button on the previous informational message box, the SUPPLIER 

REGISTRATION LOGIN (HOME PAGE) will appear. 

 
 

 
 

 

 

If you click the “Cancel” button on the previous informational message box, you may continue in the 

application.
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To View Existing Authorized Users:  Click the  button on this page and the “Authorized Users” 

list will expand displaying all authorized users for your (Business/Company).  Click the   button to 

collapse the list. 
 

Review the “Authorized Users” list and verify it for accuracy.  If the list is not accurate, you may 

request to have an authorized user removed from the list. 
 

 

SUPPLIER REGISTRATION INFORMATION page. 

 
 

To request that an (Authorized User) be removed from the list: You must contact the Clark County 

Purchasing Department by clicking on the “Contact Us” link. 
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The following page will appear.  Click the CountyPurchasing@ClarkCountyNV.gov link to  

create a correspondence to be sent to the Clark County Purchasing Department. 
 

 
 

Provide the following information in your electronic mail (e-mail) correspondence: 
 

1. Login Id -  (of person requesting the removal of an Authorized User) 

2. Last (4) Digits of Tax ID or SSN - (associated with existing supplier information) 

3. Contact’s First and Last Name - (associated with existing supplier information) 

4. Authorized User Name - (name of person to remove from the Authorized Users list) 
 

Note: Please do not provide password information in the e-mail correspondence.  The request to 

remove an (Authorized User) will only be processed after the above information has been verified by 

the Clark County Purchasing Department staff. 
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To View or Update Supplier Information:  Click the “View/Update” button.  
 

SUPPLIER REGISTRATION INFORMATION page. 

  
 

The SUPPLIER REGISTRATION FORM page will appear (filled in with existing information). 
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You may make changes to the information and click the “Update” button located at the bottom of the 

page to save the changes. 

 

If you click either the “Cancel” or “Back” button, the SUPPLIER REGISTRATION FORM page 

will appear (unchanged). 
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The following page will appear if you click the “Update” button on the previous page. 

 
 

If you click the “Click Here” button, the SUPPLIER REGISTRATION INFORMATION page will 

appear. 

 

If you click the “Log Out” link, the SUPPLIER REGISTRATION LOGIN (HOME PAGE) will 

appear.   
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SUPPLIER REGISTRATION INFORMATION page. 

 
 

 

There are multiple ways to add a NIGP Commodity Code.  Click the “Click Here” button on the 

previous page.  The following screen will appear. 
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1.  To add a commodity, (if you know the NIGP Code associated with your Business/Company);  

enter the NIGP Commodity Code in the blank field next to the label and click the “Add” button. 
 

 
 

 

The following screen will appear displaying the newly added (NIGP Code and Description). 
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2. To add a commodity code, from the NIGP Commodity Codes List; click the “Click Here” 

button.  
 

 
 

 

The following screen will appear. 
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Click the “Click Here” button located after the “To search and select NIGP Commodity Code(s)” 

label on the previous screen: 
 

The NIGP COMODITY CODES LIST page will appear.    
 

To select a code entry click on the desired code in the (NIGP Code) column. 
   

You may also click on a page number located at the bottom of the page to go to a desired page to see 

additional codes.    
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To expand a NIGP Code list, (to see additional related NIGP Codes); click the “+” next to the code 

in the (NIGP Code) column.  To collapse the NIGP Code list, click the “-” next to the code in the 

(NIGP Code) column.    
 

 
 
 

Note:  You can only select one NIGP Code at a time.  If you click on the NIGP Code located next to 

the “+” sign, you are only selecting that code, not the codes in the expanded list associated with that 

code.
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You may use the Search feature to find a specific NIGP Code. 
 

Type a word in the blank field next to the search button and click the “Search” button.   
 

All NIGP Codes that have the word in the description will display. 
 

Example: test - (All NIGP Codes with the word “test” in the description field will display).   
 

See the results of this search on the screen below.  There are multiple pages of NIGP Codes with the 

word “test” in the description field. 
 

 

 
 

Note: You must click the “Search” button to complete the search.  Do not click the “Enter” key it is 

inactive. 
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You may use the Search feature to find a specific NIGP Code. 
 

Type a NIGP Code in the blank field next to the search button, then click the “Search” button. 
   

 

Example: 28780 - (NIGP Code “28780” will display). 

 
 

To select a (NIGP Code) entry, click the desired code in the (NIGP Code) column. 
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The following screen will appear showing the selected (NIGP Code) next to the  
 

“Enter NIGP Commodity Code:” label. 

 

 
 

 

Click the “Add” button.   The SUPPLIER REGISTRATION INFORMATION page will appear 

displaying the newly added (NIGP Code and Description) with the option to “Delete” the (NIGP 

Code). 
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To “Delete” a NIGP Code:  Click the “Delete” button next to the desired (NIGP Code).   
 

Click the “OK” button. 
 

 
 

The following screen will appear after you successfully delete a (NIGP Code).  The (NIGP Code) 

entry has been removed. 
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To add (Authorized Users) to an existing Supplier (Business/Company): The authorized user must 

register by creating an account using the (same Tax Id or SSN) of a (Business/Company) that already 

exists in the Supplier Registration application. 
 

 

Click the “Register Here!” link on the SUPPLIER REGISTRATION LOGIN page. 

 

 
 

 
 

 

 

Note: Each person wishing to access the supplier information for an (existing Business/Company), 

must register and create a login account to access the existing information.
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The CREATE USER ACCOUNT page will appear.  

 
 

Fill in all the fields with unique information.  This information must be different from any existing 

associated account information.  
 

Note: The (same Tax Id or SSN), of the (Business/Company) that has already been registered, must 

be used in order to associate the new user account with the existing account. 
 

Example: Tax Id (10-1010101) was used in the original account referenced in this document. 

 
Click the “Create” button. 
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The message “Account successfully created” will appear.   
 

To continue to View or Update the “Supplier” information, click the “Click Here” link. 

 

 
 
 

The SUPPLIER REGISTRATION INFORMATION page will appear. 
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To verify that the new (Authorized User) has been added to the list:  Click the   button next  
 

to the View Existing Authorized Users label. 
 

The “Authorized Users” list will expand displaying all authorized users for your (Business/Company).   
 

Click the   button to collapse the list.   
 

Review the list and verify it for accuracy.  If the list is not accurate, you may request to have an  
 

authorized user removed from the list as described previously. 
 

All Authorized Users may login and View or Update the existing supplier information for the 

(Business/Company).    
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If you “Forgot your Password”? 
 

Click the “Forgot Password?” link on the SUPPLIER REGISTRATION LOGIN page to begin the 

process of resetting your password. 
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The PASSWORD RECOVERY page will appear.  Enter your “Login Id.” 
  

 
 

Click the “Submit” button. 
 

Note:  If you do not provide the correct Login Id, your password cannot be reset.  You must re- 

register (with unique information), using the (same Tax ID or SSN) associated with your existing 

supplier registration information. 
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The following page will display:  Enter your security answer and click the “Submit” button. 
 

 
 

Click the Submit button.   
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“Your password has been sent to your email” message will appear.   
 

 
 

Go to the e-mail account you inputted when you created your user account to recover the temporary 

password. 

 

Click the “Click Here” link. 
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The SUPPLIER REGISTRATION LOGIN page will appear.   
 

Enter your “Login Id” and the (Temporary Password). 

 

 
 

 
 

Click the “Log In” button.   
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The RESET PASSWORD page will appear. 
 

 
 

You must fill in the “New Password and Confirm New Password” boxes and click the “Reset” 

button.   
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The message “Password Reset Successful” will appear.   

 
 

 
 

Click the “Click Here” link.   
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The SUPPLIER REGISTRATION INFORMATION page will appear. 
 

 
 

 

To continue and View/Update the “Supplier” information, click the “Click Here” button.  
 

You may click the “Log Out” link to get back to the SUPPLIER REGISTRATION LOGIN Home 

Page. 

 

If you need assistance with resetting your password: You may contact the Clark County 

Purchasing Department by clicking the “Contact Us” link.   
 

You must provide the following information in your e-mail correspondence: 
 

1. Login Id - (associated with existing supplier information) 

2. Last (4) Digits of Tax ID or SSN - (associated with existing supplier information) 

3. Business Name - (associated with existing supplier information) 

4. Contact’s First and Last Name - (associated with existing supplier information) 
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If the following page appears, your session may have expired.  Attempt to login again to the Supplier 

Registration (On-Line) Application.   
 

If the message persists, contact the Clark County Purchasing Department by clicking on the 

following link: Contact Us 
 
 

 
 

 

mailto:CountyPurchasing@ClarkCountyNV.gov
mailto:CountyPurchasing@ClarkCountyNV.gov

